Project Name

Implementation Report
Document History

	Version
	Author
	Date
	Changes

	0.1
	Neville Turbit
	1 Feb 09
	First draft 

	
	
	
	

	
	
	
	


Table of Contents

3Executive Overview


4Implementation Planning


5Implementation


5Implementation Results


5Outstanding Risks


5Risk 1


5Risk


6Probability and Impact


6Mitigation


7Outstanding Issues


7Issue 1


7Priority


7Issue


7Action


8Other Information


9Attachments


9Gap Analysis




Executive Overview

This phase was undertaken to:
· Plan the implementation
· Carry out the work identified in the Implementation Plan
· Gain approval to implement

· Implement and support the new system

The next stage is to handover the application to Production Support:

Implementation Planning
Planning of the implementation consisted of producing the following documents:
· Implementation Checklist
· Implementation Plan

· Go Live Acceptance Criteria

· Training Plan

· Handover List

Copies are attached 

Agreement to proceed was based on the Go Live Acceptance Criteria being met, and a review of the Go Live Readiness Assessment in a meeting attended by:
· List the attendees
Implementation
Implementation took place on …/…/… It was supported by (list the number of support staff and facilities such as Help Desk, Vendor etc.).  

Implementation Results

Following implementation, we logged the following problems:

Example
· 73 calls to the Help Desk
· 52 resolved immediately

· 16 referred to the Project Team

· 5 referred to the Vendor

· Support staff on the floor as follows:

· 3 people first 3 days

· 2 people next 2 days

· 1 person next 4 days

· Items outstanding 2 weeks after go live

· 1 High Priority

· 2 Medium Priority

· 9 Low Priority
Outstanding Risks

The key risks to the project are detailed below.

Example:  

Enter the top five or so risks – particularly those relevant to the next phase, and a brief description of the actions being undertaken to mitigate the risks.

Risk 1

Risk

End of month may cause issues and we cannot complete billing
Probability and Impact

Probability is Unlikely.  Impact is High

Mitigation

Run a trial billing run one week before month end.
Repeat for the top risks.

Outstanding Issues

The key issues remaining unresolved are listed below.

Example:  

Issue 1

Priority

High
Issue

COD processing is taking too long
Action

Meeting scheduled for 16 Feb to resolve the matter

Other Information

The following information is relevant to the phase outcome.

Example:

In this section record any information that should be noted as an outcome of the report.  Some likely pieces of information are:

· Variations proposed or agreed

· HR issues such as new team members, team members leaving, or recruitment

· Activities that impacted time on the project such as people required for other activities

· New major risks if not already covered

· Changes to Vendors such as change of ownership or key personnel


Attachments
Gap Analysis
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